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3.0 


5.0 


sion and approval of Position Description and Table of 


1.0 OBJECTIVE 

This procedure describes the process for the rev 
Organization of Tanza Water District. 

2.0 SCOPE 

This procedure covers the process from the request, review, approval and implementation of the Position 
Description and Table of Organization aligned in accordance with the requirements of ISO 9001:2015 Quality 
Management System. 

DEFINITION OF TERMS 


3.1 Position Description - A broad, general, and written statement of specific job, based on the findings 
of a job analysis. It generally includes duties, purpose, responsibilities, scope, and working conditions 


of a job along with the job's title, and the r 


ame or designation of the person to whom the employee 


3.2 

3.3 

3.4 

3.5 


reports. Job Description usually forms the basis of job specification. 

Table of Organization - is a diagram that shows the structure of an organization and the relationships 
and relative ranks of its parts and positions/jobs. 

OSSP- Organizational Structure and Staffing Pattern 

AGSD- Administrative arid General Services Division 

LWUA — Local Water Utilities Administration 


4.0 REFERENCE DOCUMENTS 


4.1 

4.2 

4.3 


Control of Documented Information Procedure 
Human Resource Management Procedure 


Revised Local Water District Manual on Cat 
(LWD-MaCRO) 


RESPONSIBILITY AND AUTHORITY 

5.1 The Board of Directors shall be responsible 
The General Manager shall be responsible 


egorization, Re-Categorization and Other Related Matters 


5.2 

5.3 


The Human Resource Unit of the Administrative and General Services Division (AGSD) shall be 
responsible for the communication of changes of the Table of Organization to the employee of 
Tanza Water District. 
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5.4 The Immediate Supervisor shall be respons ble for the drafting of Position Descriptions. 

be responsible for the review of the drafted Position 


5.5 The Division Manager of the AGSD shall 
Descriptions. 


6.0 


5.6 The Member of the Board shall be responsi 
PROCEDURE DETAILS 
6.1 General Guidelines 


ible for the review of the Table of Organization. 


6 . 1.1 


th 


The Organizational Structure and 
the plantilla positions depend on 
Administration (L.WUA) is responsi 
water district can be classified coi 
based on the existing rules as per 
Re-Categorization and Other Relato 


Staffing Pattern (OSSP) and the position descriptions of all 
e category of the water district. The Local Water Utilities 
ible in evaluating and determining under what category a 
rjsidering all the prescribed requirements and parameters 
Revised Local Water District Manual on Categorization, 
d Matters (LWD-MaCRO). 


6.1.2 


6.1.3 


After having been evaluated, LWU 
district is classified and its effectivi 


The water district will then submi ; 
(DBM) to request for the adoption 
Organizational Structure and Staffri 
documents, request letter, justified 
Resolutions etc. 


6.1.4 The DBM will then evaluate the re 
on LWD-MaCRO and other existin 


6.1.5 The water district shall then implerp 
the Civil Service Commission. 


A will issue a certification stating what category the water 
i :y date. 


documents to Department of Budget and Management 
of the new category. This shall include the proposed 
ng Pattern (OSSP) and the position descriptions, financial 
ition letter, matrix of proposed plantilla positions. Board 


quest and if found in accordance with the Revised Manual 
, shall issue approval of the OSSP. 


gj rules, 

ent the new approved OSSP and submit a copy of such to 
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6.2 Revision of the Organizational Chart 


Process Flow 


Start 


In-charge 


Process Description 


Records 


Evaluation 


Division 
Managers and 
General 
Manager 


Shall evaluate the need for the revision of the 
organizational chart along with the plantilla of 
personnel. 


Note: 
Revision 
reclassificati 
of new positji 


would include abolition or 
on of existing positions or creation 
ons. 


Drafting 


Division 
Manager of 
AGSD 


Shall draft the proposed revision. 


Organizational 

Chart 


Presentation 


Division 
Manager of 
AGSD 


Shall present 
the General 
the Director^ 


the revised Organizational Chart to 
Manager and then to the Board of 


Organizational 

Chart 


Approval 


Finalization 


Board of 
Directors 

Division 
Manager of 
AGSD and 
General 
Manager 


Shall approve the revised Organizational Chart 


Shall finalize 


the organizational chart and discuss 


the finalized revision to the division heads. 


Request 


Division 
Manager of 
AGSD 


Shall submit 
plantilla of 
DBM. 


request for the revision of the 
positions and organizational chart to 


Secure Transmittal 


Division 
Manager of 
AGSD 


Shall secure a transmittal form to have a proof of 
receipt of tt e document. 


Transmit to CSC 


Division 
Manager of 
AGSD 


Upon approval of the DBM, shall transmit 
duplicate copy to the CSC. 
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6.3 Update of Organizational Chart 


Process Flow 

In-charge 

P 

rocess Description 

Records 

^ Start 





1 

r 

Division 
Manager of 
AGSD 

Shall update tl 
together with t 
submitted to D 

Note: 

Update of orga 
whenever nece 

te organizational chart annually 
he plantilla of positions, which is 
3M every first month of the year. 

nizational chart may also be done 
ssary. 

Organizational 

Chart 

Update 




: 

General 

Manager 

Shall approve t 

he updated organizational chart. 

Organizational 

Chart 

Appr 

oval 

1 

r 

Division 
Manager of 
AGSD 

Shall file a cop 
chart. 

y of the approved organizational 


Filing 




r 

i 

| 




T3 

C 

LU 

j 
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Discussion and 
Finalization 


Concerned 
Division 
Manager and 
Division 
Manager of 
AGSD 


Shall discuss 
Description. 


and finalize the drafted Position 


Acknowledge 


Employee 


Shall acknowledge the approved position 
description up on signing the Job Order Contract. 


Position 

Description 


Position 

Description 


( End ) 


6.4.2 Permanent Employees 


Process Flow 


In-charge 


Process Description 


Records 


Start 


Draft PDF 


Concerned 

Division 

Manager 


Shall draft the Position Description Form (PDF) 
of the positiori to be reclassed or created. 


PDF (CSC Form 
No. 1) 


Discussion and 
Finalization 


Concerned 
Division 
Manager and 
Division 
Manager of 
AGSD 


Shall discuss 
Description. 


and finalize the drafted Position 


PDF (CSC Form 
No. 1) 


Approval 

~T~ 


General 

Manager 


Shall approve 


the Position Description. 


Submission to DBM 


Division 
Manager of 
AGSD 


Transmit to CSC 


Division 
Manager of 
AGSD 


PDF (CSC Form 
No. 1) 


Shall submit necessary documents for the 
request for reclassification or creation of new 
positions to DBM. (including PDF) 


Upon approval of DBM, transmit a copy to the 
CSC. 


( End ) 
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Republic of the Philippines 
CSC Form No. 1 
(Position Description Form) 


1 NAME OF EMPLOYEE 


[Family Name] 


2 DEPARTMENT, CORPORATION OR 
AGENCY / LOCAL GOVERNMENT 

TANZA WATER DISTRICT 


4 DEPARTMENT/ BRANCH /DIVISION 


(Given Name] [Middle Name] 


3 BUREAU OF OFFICE 


5 WORK STATION / PLACE dF WORK 


6 PRES. APPRO P. 
ACT /BOARD RES. 
ORD. NO. 

ITEM NO. 


PREV. APPROP. 
ACT/ BOARD RES. 
RES. /ORD. NO. 
ITEM NO. 


7 SALARY 
AUTHORIZED 
ACTUAL 


7B OTHER COMP 
Compensation 
ACA 
PERA 


8 OFFICIAL DESIGNATION OF POSITION 


9 WORKING OR PROPOSED VlTLE 




